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RECORD EDITING SYSTEM

TRAINING MANUAL



RES OVERVIEW

e Access to RES

e \What’s new In 2005 RES

- ldentifying errors using the summary reports
feature

- WSNs
e Demographic Data
e Key cleanup fields
e Correcting individual student records ONLINE

e Correcting individual student records
OFFLINE (Batch Uploads)

e Remember ...
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ACCESS TO
RECORD EDITING SYSTEM (RES)

Login to the RES through www.CTB.com.

Type In your unique login, which will take you
to your district and/or school:

W + DISTRICT NUMBER (W3619) - no spaces
OR

W + DISTRICT NUMBER + SCHOOL NUMBER (W36190070)

Go to My Programs-Overview which provides a
link to “Record Editing System™.

Unique passwords will be delivered In
Introductory packets.




CTB.COM LOGIN
g E!Tu%imw-ﬂlll —

About CTB/McGraw-Hill | Our Mission | Careers CIRd Ll  Frint ContactUs Register Acct

SEARCH er ID: *{w3g18 New Customer? Register Now

=

rd: *lulu-ounu-i @H Forgot Password?

Faster. Smarter. Better

=,
_137_[3 CTB’s Product Advisor lets you choose the

assessment solutions best suited to your
school or district's needs.
-by-step Interactive

wrchase vour cust
i 15 fast and

LAUNCH ADVISOR

EXPLORE TOP RESOURCES

+ K-12 Products e the pulidown menu to select your v Latest Pre




RECORD EDITING SYSTEM

The McGraw-Hill companies

= SEARCH | Tpv the Product Advisor

|
e Home | our products |_programs & Conircs Loa
McGraw-Hill

=] | Print Contact Us My Acct

Logged in as: wi ..| your path: Home > > Owverview
My Account M}" Prcgrams - Overview l’uﬂglr;asgnﬁpping Cart
Overview CTB Navigator™

Orders
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My Profile
Your CTB
Saved Searches Representative

Saved Articles -. B e o Ml - o . i - e In addition to placing your
’ order, call your
representative when you
My Programs are seeking product

adwice. Their knowledge of

Crrerview your systems and your past
purchase history allows
them to make the best
possible product
recommendations for you
and your company.




RES HOMEPAGE - District LEVEL

RES Homepage for CESA 1 (District# 0413) Heed Help with RES?

*» Record Editing System
Instructions

Welcome Joe D. Istrict

» Record Editing System File
To make =ure yvour diztrict iz repre=zented fairly in accountability =cores, vou must correct known errors in student Layout
biographical data. Warning=s highlight iz=sues that are likely to affect vour resultz, =0 vou'll want to fix them too, as
wrell az any other information vou recognize iz wrong. The RES Help Desk i= standing
. ) by to a=z=izt vou.
Uze the Record Editing Sy=stem to make your corrections from 01/18/2006 to 02/ 42005,

Diztrict Reports ] for information on yvour RES student record =et.

2 ] when yvou have completed all edits for your diztrict.
: ! . ! Or call 1-800-
7.30am - 5:3

Records changed:

What would you like to do?

To Work Online

To Work On Your Personal Computer
Recommended for Everyone

For Data Processing Experts Only

Browse for a Student Record Create a Student Data File

... bv =chool and last name, then eazsily correct Select a batch of records to include in the data file,
zome or all izzues in the record. then download and edit it. Pleaze read about pitfalls

O awoKd.

Search for a Student or Group
Enter criteria to match one or more =tudent Upload Your Student Data File

records. Open matched records one by one and Upload yvour corrected data file and receive quick
eazily correct 2ome or all iz=ues in each record. walidation of itz acceptabilty. Pleaze read about

Dalich updarse Imrtations.

Viewr File Upload History
... to review the status and resultz of vour district's




RES HOMEPAGE - School Level

HMcGraw-Hi Education
I CTB
=il McGraw-Hill

Home / My Account / BRES / WKCE-CRT Fall 2005

RES Homepage for SCHOOLO000000100

Welcome Barrett Lindstrom,
U=e the Record Editing System to edit data for a test adminiztration. Edit
individual =tudent records online, or multiple =tudentz records in batches.

Thiz 2ez=ion of the Record Editing Sy=tem will be avaliable for you to uze
from MME2006 to 021 42006,

[ '{E‘} ] for information on your RES student record =et.

Total Records for SCHCO L0000 00:
Records with errors:

Records changed:

What would you like to do?

Search for a Student
U=e thiz page to s=arch for an individual =tudent
record and easitly update it online.

Browse for Students
U=e thiz page to 2earch for an individual =tudent
record and eazity update it online.

Heed Help with RES?

» Record Editing System
Instructions

» Record Editing System File
Layout

The RES Help Desk iz standing
by to as=ist vou.
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WHAT’S NEW IN 2005-
2006

eSummary reports -
demographic data check

«\WSN flag In student record



SUMMARY REPORTS

e Accessed from RES Homepage.

e Shows breakdowns of demographic
groups.

e Can be exported to Excel.
e Use to check for logic.

e Can Indicate significant errors or
omissions (e.g. SFAY=0 indicates obvious
error to be addressed).
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SUMMARY REPORTS - RES
HOMEPAGE LINK

B MecGraw-Hi Educatian te MG Hi

3 CTB

il McGraw-Hi

sl McGraw-Hill

Home / My Account / BES / WKCE-CRT Fall 2005

RES Homepage for CESA 1 (District# 0413) Need Help with RES?

*» Record Editing System
Instructions
VWelcome Joe D. Istrict
*» Record Editing System File
To make =ure yvour digtrict iz represented fairty, yvou must correct known errors in =tudent biographical data. Layout
Warnings highlight izzues that are likely to affect vour resultz, 20 vou'll want to fix them too, az well a= any other

information yvou recognize iz wrong. The RES Help De=k iz =tanding

. ) by to az=izt you.
U=ze the Record Editing Sy=tem to make your corrections from 01/18/2008 to 02142006,
Virite to:

REShelpdeski

1 for information on vour RES =tudent record =et.

lMe=zzage | when vou have completed all edits for yvour district.

Or call 1-800-
730am-5

Records changed:

What would you like to do?

To Work Online To Work On Your Personal Computer
Recommended for Everyone For Dats Processing Experts Only

Browse for a Student Record Create a Student Data File
... by =chool and la=t name, then eazily correct Select a batch of records to include in the data file,




SUMMARY REPORTS

BMcGraw-Hill Education

Mc I:TB
i McGraw-Hill

Home / My Account / RES / WKCE-CRT Fall 2005 / Reports

A digtrict frequ{:}y distribution by grade showing

total number of sfudents, digtributions by gender

and race/ethnictty, Englizh lanugage learners, etc.

Back to RES Homepage




SUMMARY REPORTS

Cowrnilocad thi= report as an Excel fiks by clicking the link at the eottom of this page.

Cratter O 5200 2006
District: 04135 CTESA 1
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WISCONSIN STUDENT NUMBER

e |f a duplicate or invalid WSN is detected, RES
will flag the WSN field for correction.

 WSN will be flagged as an error in Bold/RED.

e DAC or SAC will be required to fill in the correct
WSN.

e VERY IMPORTANT: Only enter a WSN in RES if
the field is flagged as an error. Do not
change a WSN that the system says Is okay. If
It’s not flagged as an error, it doesn’t need
correcting.
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Wisconsin Student Number (WSN)
Only Student WSNs flagged In
error need correcting

DOB Day: |18 WAA ELL Science:

DOB Year: |94 WAA ELL Social Studies:

Gender: |\ WAA ELL Writing:

Student WSH:[}S WAL SWD Reading:
RacialEthnic Group: | A
Dizabilty Status: |Y

Section S04 Status: |Y WaAA SWD Science:

English Proficiency: |G WAL SWD Social Studies:

Economically Dis.
Status:

Y




DEMOGRAPHIC
DATA



KEY CLEANUP FIELDS
TO LOOK FOR

SwD OOD - Students with Disabilities residing Out of
District

WSN - Wisconsin Student Number
SDIS - Students with Disabilities
ELL - English Language Learners
DFAY/SFAY

Open Enrollment/Ch.220

Parent Refusals

Economic Disadvantage

Ethnicity

Moving students between Schools/Districts
Deleting students

Invalidating student scores

19



IDENTIFYING and CORRECTING
“ERRORS™

Click the link and use the demographic summary
reports feature on the RES Homepage to identify groups
of students that RES may not flag in error, e.g.all
students in your school show as F.

Examples of RES errors that cross-validate:

- WAA-ELL students can only have a numeric ELL value of 1-5
- WAA-SWD students must be bubbled SDIS=Y

- School FAY (SFAY) or District FAY (DFAY) must be Y or N

Examples of RES errors that can flag as invalid:

- Ethnicity is blank, Last name contains invalid symbols, birth
date is blank, etc.

Goal iIs to correct all RES errors where possible and to
correct other student errors not flagged by RES.

20



Students w/Disabilities Residing
Out of District (SwD OOD)

Check for SwD OOD that did not move.

SwD OOD whom you intended sending to another
district will be returned to the school of attendance if
the special bubbling on the inside front cover of their
test books is incorrect.

For instance, the checks allow SwD OOD to move
automatically if:

v Open Enrollment/Ch.220 is “N”.

v SDIS is “Y”.

v’ District number for district of residence Is accurate.
Districts should search for a school number “8888”

which will indicate that SwD OOD has been moved to
your district from another district.

21



WISCONSIN STUDENT NUMBER

e |f a duplicate or invalid WSN is detected, RES
will flag the WSN field for correction.

 WSN will be flagged as an error in Bold/RED.

e DAC or SAC will be required to fill in the correct
WSN.

e VERY IMPORTANT: Only enter a WSN in RES if
the field is flagged as an error. Do not
change a WSN that the system says Is okay. If
It’s not flagged as an error, it doesn’t need
correcting.

22



STUDENTS WITH DISABILITIES
(SDIS)

e Students who are alternate assessment
students with disabilities (WAA-SWD)
must be bubbled “Y” In the SDIS field.

e Students who are WKCE students can also
be bubbled “Y” In the SDIS field.

e For students with scores for both WKCE
and WAA, only WKCE scores are
summarized.

23



ENGLISH LANGUAGE LEARNERS
(ELL)

Students who are Alternate Assessment Pre-
Requisite English (WAA-ELL) must have an ELL
ranking of 5 or less.

Students with ELL ranking of 6 or 7 will not
receive alternate assessment scores.

To recelve a score on individual reports, a
student must be ELL 5 or less.

ELL students who are ELL 3-5 will not have their
WAA data captured in summary data.

For students with scores for both WKCE and
WAA, only WKCE scores are summarized.

24



OPEN ENROLLMENTS CH 220

e Chapter 220 Open Enrollments is a
critical category for assigning
accountability for SDIS students.

e Chapter 220 affects who can be out of
district and directly relates to the SDIS
OOD bubbling.

e Ch.220 Open Enrollments is a “Y”” or “N”

bubbling.
e SwD OOD cannot be Ch. 220.

25



FULL ACADEMIC YEAR -
STATE / DISTRICT / SCHOOL
(DFAY / SFAY)

e SFAY/DFAY data is critical for district and
school evaluation.

e If SFAY Is “Y”, DFAY must also be “Y™.
e If SFAY is “N”, DFAY can still be “Y”.

26



PARENT REFUSALS

Parent opt-out is only provided for WKCE students at
grades 4, 8 and 10.

The student bio grid on inside front cover of test book
provides a bubble “P” for “Parent Refusal” of WKCE
testing. (In some cases, schools have erroneously
thought “P” to stand for “Participation™.)

If “P”” Is bubbled, the student will receive no WKCE
scores, and will be counted as “not assessed” for
accountability purposes.

WAA students with “P”” bubbled will still receive WAA
scores, since there is no parent opt-out for alternate
assessment students.

27



ETHNICITY

A = Asian/Pacific Islander

B = Black/ Not of Hispanic Origin

H = Hispanic

| = American Indian/Alaskan Native
W = White, Not of Hispanic Origin

A student’s ““racial/ethnic group” iIs the racial/ethnic
group to which the student belongs or with which a
given student identifies.

These five categories will be used for the 2005-2006
school year and are the same categories and definitions
as those used in DPI’s ISES Data collection.

28



ECONOMIC DISADVANTAGE

e N = No and means the student is NOT
economically disadvantaged.

e Y = Yes and means the student IS
economically disadvantaged and also
Indicates the student’s eligibility for Free
and Reduced Lunch.

AS



KEY CLEANUP
FIELDS



KEY CLEANUP FIELDS
TO LOOK FOR

SwD OOD - Students with Disabilities residing Out of
District

WSN - Wisconsin Student Number
SDIS - Students with Disabilities
ELL - English Language Learners
DFAY/SFAY

Open Enrollment/Ch.220

Parent Refusals

Economic Disadvantage

Ethnicity

Moving students between Schools/Districts
Deleting students

Invalidating student scores

31



Students w/Disabilities Residing
Out of District (SwD OOD)

Check for SwD OOD that did not move.

SwD OOD whom you intended sending to another
district will be returned to the school of attendance if
the special bubbling on the inside front cover of their
test books is incorrect.

For instance, the checks allow SwD OOD to move
automatically if:

v Open Enrollment/Ch.220 is “N”.

v SDIS is “Y”.

v’ District number for district of residence Is accurate.
Districts should search for a school number “8888”

which will indicate that SwD OOD has been moved to
your district from another district.

32



WISCONSIN STUDENT NUMBER

e |f a duplicate or invalid WSN is detected, RES
will flag the WSN field for correction.

 WSN will be flagged as an error in Bold/RED.

e DAC or SAC will be required to fill in the correct
WSN.

e VERY IMPORTANT: Only enter a WSN in RES if
the field is flagged as an error. Do not
change a WSN that the system says Is okay. If
It’s not flagged as an error, it doesn’t need
correcting.

33



CORRECTING
STUDENT
RECORDS ONLINE



BROWSING FOR
SwD OOD STUDENTS /7 SCHOOL

(District level)

The system creates an “8888” school within
a district to receive an SwD OOD. To
browse for SwD OOD or schools from the
RES Homepage.

Click on “Browse for Students” link.
Click on the ALL filter for “All Schools”.
*All schools will be listed.

ook for the schools with School # 8888.
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BROWSING FOR
SwD OOD STUDENTS (District)

RES Homepage for CESA 1 (District®# 0413)

Welcomes Joe D. I=trict

To make sure vour digtrict i= represented fairbky, vou muwst correct known rrors in 2tudent bicgraphical data.
Wiarnings highlight ie=ues that are likely to affect vour results, 2o vou’ll want to fix them too, as well as anwv other
information yvou recognize is wrong.

U=e the Record Editing Sy=tem to make your corrections from 01/18/2008 to 02142008

[ % Diztrict Reports ] for information on yvour RES student record set.

mplete” Mes=sage ] when you hawve completed all editz for your district.

Records for CESA 1: 804 W/hat's this?
03 What's this?
0 VWihat's this?

Records changed: 4 VWhat's this7?

What would you like to do?

To Work Online To Work On Your Personal Computer
For Daita PFrocessing Experts Only

Create a Student Data File
... bw =chool and last It{:?f. then easily correct Select a batch of records to include in the data filke,
=omes or all issues in thstecord. then download and edit it. Please read about pitf

IO Aol

Search for a Student or Growp
Enter criteria to match one or more student Upload Your Student Data File

records. Open matched records one by one and Uplxad vour corrected data file and receive quick
easily correct =ome or all i=ues in each record. walidation of it acceptability. Please read about

Catcn Uupdart minatnons.

Wiewsr File Upload History
... o reviews the =tatu=s and re=zultz of your diztrict’s




BROWSING FOR
SwD OOD STUDENTS (District)

HMcecGraw-Hi Educatian
7 CTB
i McGraw-Hill

Home / My Account / RES /f WECE-CRT Fall 2005 / Brows=e Schoolz

Before you can edit a student record, wou must select the student's school.

To dizplay schoolz by name, click an initial letter or All. To limit wvour view to only 2chools with flagged records, choose the fiter for
that flag.

VWhen vou see the school wou want to work with, click the schools name.

= All  Fitter: | All Schools

A, JIP|Q| R

All =choolz are dizplayed belows.

School Name School # Errors VWarnings
o020
0040
0020
00s0
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SEARCHING FOR
SwD OOD (District)
i McGraw-Hill

Home / Mv Account / BES / WHKCE-CRT Fall 2005

RES Homepage for CESA 1 (District# 0413) Heed Help with RES?

» Record Editing System
Instructions
Welcomes Joe D. l=trict
» Record Editing System File
To make =sure your district i= represented fairly, vou mrerst correct known errors in student icgraphical data. Layout
Wiarning= highlight iz=ue= that are likehr to affect your rezuliz, =0 you'll want to fix them too, a= well a=z any other
information you recognize i wrong. The RES Help Desk i= standing
. . by to a==i=st vou.
U=e the Record Editing Swstem to make your corrections from 01/18/2005 to 0241 4/2008.

District ports ] for information on your RES student record =set.

e" Me=s=sage ]| when you hawve completed all edits for yvour district.

S04 What's this?
503 What's this?
0 What's this?

Records changed: 4 VWhat's this?

What would you like to do?

To Work Online To Work On Your Personal Computer
Recommended for Everyone For Data Processing Experts Only

Browse for a Student Record Create a Student Data File
... by =chool and last name, then easily correct Select a batch of records to include in the data file,
=ome or all iszsues in the record. then dowwnload and edit it. Please read about pitfalls

o awoid.

Enter criteria to match an@ncrE =tudent Upload Your Student Data File
records. Open matched records one by one and Upload ywour corrected data file and recenre quick
eaz=ily correct =ome or all issues in each record. walidation of itz acceptabilty. Please read about

oalcn updal miations.




Searching for SwD OOD
(District)

M MeGraw-Hi Educatian
Mc

CTB
i McGraw-Hill

Home / My Account / BES / WHKCE-CHT Fall 2005 / Search for Students

Create a list of =tudent records to edit by entering information the records will match. »ou can find records that hawe the
zame error and correct them a=s a group. Te lkearn about the information yvou can enter as criteria — for example valid
ranges and codes — see the Layvout document.

Enter information that unigquehly identifies a student or group. The more information yvou provide, the fewer matches vour
=earch returns. Select the Error option to match onby those records with an error in that field. To limit matches to onhy
tho=e records flagged with an error or warning, choo=e the fiter for that flag. In the fields, vou can enter just the first
fewe letters vou're looking for — =uch as "daw™ — to match "Dawvw=on and "Dawber” but not "Adasw hile™.

Last Name C1Eerror School Mumber EEEE'
First Name [1error Grade
Gender [dErrer Dizability Status [1Errer

|:| Error

Filter: | All Students il

% CLEAR

To edit a record, click a student name.




Students w/Disabilities Residing
Out of District (SwD OOD)

School Level
Check for SwD OOD that did not move from your school.

SwD OOD whom you intended sending to another
district will be returned to you if the special bubbling
on the inside front cover of their test books is
Incorrect.

For instance, the checks allow SwD OOD to
automatically move if:

v Open Enrollment/Ch.220 is “N”.
v SDIS Is “Y”.
v District number for district of residence Is accurate.

If your inside front cover bubbling fails these checks,
this student will be returned to you.

40



SEARCH FOR STUDENT IN YOUR SCHOOL

Click Search for a Student link at RES Homepage.
Takes you to “Search for Student Records™ page.

HMcGraw=-Hi Educatian
T CTB
el McGraw-Hill

Home ! My Account / RES /WK CE-CRT Fall Z005

RES Homepage for SCHOOLO000000100

Velcome Barrett Lind=trom,
Uze the Record Editing Sy=stem to edit data for a test adminiztration. Edit
individual =tudent records onling, or multiple studentz records in batches.

Thiz =ez=ion of the Record Editing Sy=tem will be avaliable for you to use
from 01/16/2005 to 021 4720085,

Reportz ] for information on wour RES =tudent record =zet.

Total Records for SCHOOLOO0D A 00:
Records with errors:

Records changed:

What would you like to do?

Uze this pag&tc'\‘[t')ir-:h for an individual student
record and eazily update it online.

Browse for Students
Use thiz page to =earch for an individual student
record and eagily update it online.

Heed Help with RES?

» Record Editing System
Instructions

» Record Editing System File
Layout

The RES Help Desk i
by to azzizt vou.

Or call 1-300-282
7 30am - 5:30pm |




SEARCH STUDENTS - School

Filter for students and click on the student name to bring up the
student edit page.

Create a list of student records to edit by entering information the records will match. You can find recerds that have the game error and correct them ag a group. To learn about the inform

Enter information that uniguely identifiez a student or group. The more information you provide, the fewer matches your =earch returns. Select the Error option to match only those records
fieldg, you can enter just the first few letters vou're looking for — 2uch ag "daw™ — to match "Dawson and "Dawber” but not "Adawhile™.

Last Name Cerror School Mumber
Firgt Name Cerror Grade (4
Gender Cerror Dizability Status Cerrer
Section 504 Status Cerror
Fitter: | Students with Errors b

SEARCH CLEAR

To edit a record, click a student name.

District School . DoB Racial/Ethn
Student Hame Number | Mumber Middle Hame Month Group

BANDKEYOTSTOAM  KMENMTWVAT-NHKNCY NS,
GILWAG‘ JCSEADHLJSWEPWEWY

CH HDBMWWLYHCAMUQKHTHO-ZMB 10.4XH M

BANDKEY 07S8KMF. QI OJIFU T RIDRI-J.
DDODDDDDDRF BWE-P.BYELFSKATMOIG CWIM

DY UEANAJUHWIU N.UY™Y W WZG. S UCHK"

RANDKEY 07VS9PTMTAKA-G-"QAF 0 -QNUGKIE,
EEEEEEEEE-AYPWATWEUE WaFHWYL L XFEJMCF

EZ-OUvDA. QL-JUQEWDI “NPTLKZDBJC.D O

RANDKEY 0TS0-F*F7F REKGI—GLXL. ZRUJMH,
FEFFFFFFFERQMIDNE WY MIQIB O-N ™ K0

F.N . EKCYZMPY HPY SIPX-XTKN-PK O




FILTERING STUDENT RECORDS

e Filter

for -

> All students
> All students In error

> Stuo
> Stuo

> Stud

ents in a specific school
ents in a specific demographic group
ents In a certain Grade

43



FILTERING FOR STUDENT RECORDS WITH
ERRORS

Following example shows the ability to filter for certain
demographic groups — grade 8 female students in error.

Create a list of student records to edit by entering information the records will match. %ou can find records that have the same error and correct them as a group. To learn 3

Enter information that uniguely identifies a student or group. The more information you provide, the fewer matches your gearch returns. Select the Error option to match only
fields, you can enter just the first few letters you're looking for — such as "daw™ — to match "Dawson and "Dawber” but not "Adaw hile™.

Last Name [ error School Number
Firzt Name derror Grade |8
Gender |f derror Dizabilty Status derror
Section 504 Status [ error
Fiter: | Students with Errors w

SEARCH CLEAR

To edit a record, click a student name.

District School

Humber HNumber ~ILELITE

Student Hame Grade

BEANDPRBOTSMYPCYFIO-GK. THXNOZBMO LNWA,
JIJLII S SFGVIMHVGEIUG JBJBMCRAKLER. |

JKKD FHNFRAPKIDY TAKHH BMCATGUMWPURK

BEANDPRBOTSZCHWNWD-RXHTONGAFEN QUCIL 5,
LLLLLLLLLCAM *SQHMQ-DE-"UGHNE"QFIE

LALPRTTBO"AFLIWACFSLEHX CTREMG*MRMW




SEARCH STUDENTS

Create a list of student records to edit by entering information the records will match. %ou can find recoerds that have the same error and correct them as a group. To learn about the inform

Enter information that uniquely identifiez a student or group. The more information vou provide, the fewer matches your search returns. Select the Error option to match only those records
fields, you can enter just the first few letters you're looking for — such as "daw™ — to match "Dawson and "Dawber” but not "Adawhile™.

Lazt Name errar School Number
First Name [error Grade |4
Gender [(Terrar Dizabilty Status [CDEerror
Section 504 Status derrar
Fiter: | Students with Errors b

SEARCH CLEAR

To edit a record, click a student name.

District School DoB DoB Racial/Ethn

Student Name Number| Bumber Middle Name Month Year Gender Group
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STUDENT EDIT PAGE

e Errors in Student Data listed at the top of
Student Edit page.

e Fields In error are In bold/red font.

e Corrected fields are updated when
Submit button is clicked.

- Returns to edit page If field is still in error

- Goes back to list of students If all fields
corrected.
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EDIT STUDENT RECORD

Errors listed at the top of the page in shaded section

Thi=s record was last
edited on 1/21/06
12:14 PM by
Read all Errors and Warning messages below before making corrections in the corresponding fields. wires_cesal.
For infermation about the scoring rules that trigger these flags, see the Layvout document. k= guidance is particularhy
helpful when a cross-field validation error triggers flags on a number of fields when onty one field is wrong. it alzo FFF a complete
provides the codes and valid ranges yvou must enter in each field. For example, when vou want to enter a grade, vou history, =ee the
often must enter a leading zero (grade & would be entered as "087). AT Loig.

VWhen you want to clear a field, press Backspace or Delete. If yvou press the spacebar, you're inerting a space
character and the field i= not cleared.

Best practice is to correct all flagged fields. Howewver, if you need to do some research, you can correct as much as
vou can, submit the changes, and come back to edit this record later when you hawve found the information you need.

The following errors were found. Al other data fields were saved,

Middle Name: - only alphabetic, numernic; and the following characters
gre alloweed: =

RacialiEthriic Group: cannot: be blank,

Bizability: Status cannot be N when one o more of the WAA-SWID
proficiency scores s non-blank:

English:Proficiency cannot be: 7 when one or more: of the WWAAELL
proficiency scores s non-blank,

WAA ELL Resding miust be biank when the English Proficiencyis §
WAA ELL Math must be blank when the English Proficiencyis .

WAK ELL Science must be blank when the English Proficiency is 7.
WAA ELL Social Studies must be blank when the English Proficiency is
Fif
WAA ELL Writing must be Dlank when the English Proficiency is 7.
VAR SWD Reading must be bank when the Disability Status:is N

WVEAA SWD Lang. Arts: must be blank when the: Disability Status is: N,
VAR SWD Math must e blank when the Bisability Status iz N

WEAA SWD Science . muszt be blank when the: Dizability Status s N

WAK SWD Social Studies: must be blank when the Disability Status iz N
WAKA SWD Writing must be blank when the Disability  Status is N

“ear: 2006 Opt. Student Info Page: |552 944290

Grade: 04 WASA ELL Reading: |2




STUDENT EDIT PAGE (cont’d)

e Students with disabilities FIELDS -

» Changing Disability Status to correct “Y” or “N” will
often clear all the listed SWD errors.

e English Language Learners FIELDS -

» Changing English Proficiency to correct ranking will
often clear all the listed ELL errors.

> Alternative to changing the ELL ranking is to remove
the WAA-ELL levels - accurate if student is a WKCE-
CRT student and not an alternate assessment
student.
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EDIT STUDENT RECORD

Fields in error are in BOLD/RED

District Name:
School Mame:
Di=ztrict of Rezidence:
Last Mame:

First Mame:

Middle Hame:

OOB Month:

DB Day:

DOB ear:

Gender:

Student WSHN:
Racial/lEthnic Growup:
Dizabkility Status:
Section 504 Status:

English Proficiency:

CESA 1 WVWaA ELL Writing:

SCHOOLOOOOO00100 VWAA SWD Reading:

0413 VWAL SWD Lang. Arts:

RESTESTKIDA WVAA SWD Math:

ELLSWD WAL SWD Science:

LT VWaAA SWD Social Studies:

10 WAA SWD Writing:

2R Braille:

o6 WIKCE Wri-Inv. Flag:

M WWEICE VWrt-Pt=/Cond:

WKCE Wri-Compo=ing
Pt=/Cond:

WHECE Wri-Conwentions
Pt=/Cond:
WIK.CE Scale Score-Reading:
WHK.CE Scale Score-Lang.

Arts:

WHKCE Scale Score-Math:



STUDENT EDIT PAGE (cont’d)

e INVALIDATION FLAG:

> Available for all content areas and the
Writing Item.

e SFAY/DFAY:
»SFAY/DFAY fields cross-validate.

e MOVE/DELETE FLAGS:

> Students are only flagged for MOVING or
DELETING In RES. They do not move until the
corrected data comes back to CTB.
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EDIT STUDENT RECORD

RES corrects record when SUBMIT button is clicked

WHKLCE Scale Score-Science: 795

VWHECE Scale Score-Social

Migrant Student: Studies:

School FAY: Reading Inv. Flag:
Diztrict FAY: Lang. Arts Inv. Flag:

Testing Status: Math Inv. Flag:

Long-term US Student
Ind:

Open Enroliment/Ch
220

Opt. 1-Prell: |580YBMB0 Move/Delete Flag:

science Inv. Flag:

=ocial Studies Inv. Flag:

Opt. 2-Prell: |PEOSKYKEXQXDOGEBU Move School Number:
Local Student ID: | 30860728970 3408834 /4. Rea=zon for movel/delete:

S EWT CAMCEL




MOVING STUDENTS BETWEEN
SCHOOLS AND DISTRICTS

e RES flags students to be moved -
» between Schools within a District; and
» between Districts.

e \When the “MOVE” flag is highlighted, RES
requires -
» New school number (if between schools within a
district).
» New district name/number (if between districts).
» Comment/Reason for the move.

» System automatically provides CTB Scoring with
contact information for purposes of follow-up.
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DELETING STUDENTS

e When the “DELETE” flag is highlighted,
RES requires -
»Comment/Reason for deleting the record.

»System automatically provides CTB Scoring
with contact information for purposes of
follow-up.

e CTB requires DPI authorization to delete groups
of student records.
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INVALIDATING STUDENT SCORES

e Student records can be flagged as invalidated,
by content area, by entering a “Y” in the
appropriate field.

e Student Iinvalidation means no score will be
given for that content area and student will
count as “not assessed”.

e Reports will say “Invalidated” for that content
area.

e Reason requested for invalidation, such as -
cheating, illness, etc., by content area.
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IMPORTANT REMINDERS

e Check for SwD OOD who did not move.

e Provide District Name, Number and
explanation for students moving to
another District.

e Use demographic summary reports to
check for errors not flagged by RES.

e Only enter a WSN if the WSN field Is
flagged as an error.

55



CORRECTING
STUDENT RECORDS
OFFLINE

(Batch Uploads)



STUDENT DATA FILE
Overview

Create and download a file of students for
correcting offline.

Edit file with offline tool like Excel or Notepad.

Upload file back into RES.

Wait for upload to complete and verify.

Log back into RES.

Click email link to give DPI/CTB “All Clear™.

e Version Control I1s an important aspect of saving

and uploading student data files.
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STUDENT DATA FILES
Filtering Capabilities
Filter for -
e all student records
e all student records In error

e all students In particular schools

e all students In particular schools that are
In error
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Understanding the
Student Data File

e Column headers with * (asterisk) are columns that are
not editable. Changes to these columns will be ignored
by RES.

e First two columns are not to be edited or deleted from
file
- Columns #1 & 2 in the Student Data File are the RECORD ID and
the FULLKEY, both of which RES uses to place the student

record in the proper location in RES. If these fields are
changed, the system will not recognize those records.

- Error Description - The error column is designed to show where
the errors occur. Correcting errors occurs in the actual fields.
e Use only alpha and numeric values in RES. No asterisks,
hashes, spaces, or other non-alpha and non-numeric
values. Varies according to the situation. Use the data
dictionary.
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CREATING A STUDENT DATA FILE

From the RES Homepage -

Click Create Student Data File
Click “ALL” - School list appears.

Check all the schools in the list you want in the

student data file.
Click Create Batch.
Click Download Batch.

When asked, save the batch zip file to your
desktop.
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CREATE STUDENT DATA FILE

RES Homepage for CESA 1 (District# 0413)

WWelcome CESA 1 User TEST Training

To make =2ure yvour diztrict i= represented fairky in accountabilty =cores, vou merst correct knowen errors in =tudent
bicographical data. Warning=s highlight iz==ue=s that are likehy to affect wvour rezultz, =0 vou’ll want to fix them too, a=s
well az any other information yvou recognize i= wrong.

U= the Record Editing Sw=tem to make wvour corrections from 01/2002005 to 03501/2008.

rt= J for information on your RES =tudent record =et.

le==age ] when wou hawe completed all editz for yvour district.

204 Vihat's this?

798 Viihat's this?

0 WVihat's this?

Records changed: 1 VWhat's this?

What would you like to do?

To Work On Your Personal Computer
For Datse Processing Experts Oy

To Wilork Online
Recomumended for Everyone

Brow=se for a Student Record
... bw =chool and la=st nams, then easiv correct Select a batch of FEE{:T?E to include in the data file,
= it. Plea=e read about pitfallzs

zome or all iz=ues in the record. then dowsnload and
to awoid.

Search for a Student or Growup

Enter criteria to match one or more =tudent Upload YWour Student Data File

records. Open matched records one by one and Upload vwour corrected data file and receive quick
ea=ily correct =ome or all ir=ues in each record. walidation of it= acceptability. Please read about

CATCN Uupdat MIations.

Wiewr File Upload History
... to review the =tatu=s and rezultz of wour district’s




CREATE FILE WITH ERRORS

When yvou =elect a batch of =tudent records to copy from the master data =&t into a data file that vou can edit on vour
perzonal computer, you can include all or =pecific =choolz. You can limit vour batch to records flagged with errors or
warnings. Best practice iz to =tart with a =mall batch and clean it up before 2tarting the next one.

All =tudent records in CESA 1 RN RRINS

All =students records with Errors in CESA 1 RREEE D-‘-@HLE

All =student recordz with Warnings in CESA 1 el

1. Select schools. To browse 2choolz by name, click the initial letter or All. To limit vour view to only 2choole with
flagged records, choose the fiter for that flag. To add a =chool to vour 2et, =elect it. When you click another initial letter,
the number of "Schoolz previously 2elected” increazes to reflect any =2electionz you made under the previous letter.

All  Fitter: | All 2chools
All zchoolz are dizplayed belows.

All School Hame Errors Warnings
SCHOOLOOOO000100
SCHOOLOOOO000200
SCHOOLO0O000300




DOWNLOAD BATCH FILE

McGraw-Hill

v SAccount /S BRES §

VWHKCE-CHRT Fall 2005 f Create Data File f Download Data File

" our data fike iz Zipped up and ready to dowwnload.

CHOMWSILO '!.D- DATA. FILE

Hext Steps
. Drovenload the Lavout
2. Unzip the data file. t =hould contain a comma-separated text file (t=<t).

. U=e the application vou prefer to make correction=s to the data file.
Take care not to =trip leading zeroes; add, delete, hide or mowve columns; or otherwise compromises data integrity
becau=se RES reject= compromized records when updating the master data set.
While making corrections, use the information in the Layout file as a guide. Correct every error because RES reject=
any Error flagged record when updating the master data =et.
u=e the information in the column for reference

In the data file, when yvou =ee a column heading with an asterizsk (%},
onhy. RES will ignore any changes vou make in a reference column.

4 Return to RES and upload vour corrected data file.

Go to Data File Upload




DOWNLOAD - cont’d

H McecGSraw

"= CTB
ik McGraw-Hill

Homes & Mw A ccount / BES / WHKCE-CRT Fall 2005 f Create Data Filke f Dowwnload Data File

"our data fike is zipped up and ready to dowwnload.

DiOWWNLOAD DATA FILE

Hext Steps
Security Alert @

. Dovweniload the Layvout Fike.

r.‘ﬂ You are about to view pages owver a secure connection.
. Unzip the data file. it =hould cd :J. i . . o

Ay imfomation you escchange with this site cannot be
viewed by armyone else on the Web.
. U=e the application vou prefer]
Take care not to =trip leading 3 [ in the future, do not show this waming a integrity
because RES rejects comprom
[ oK | [ More Info |

Wihile making corrections, use
any Error flagged record wher op 1= ==

In the data fike, when yvou see a column heading with an asterisk (*}, use the information in the column for reference

onhy. RES wwill ignore any changes yvou make in a reference column.
4. Return to RES and upload your corrected data file.

Go fo Data File Upload

Return to Create Data File




SAVE BATCH FILE AS ZIP

“our data file iz zipped up and ready to download.

DOWMLOAD DATA FILE File Download EJ

Next Steps > Some files can ham your computer.  the file information below
oy looks suspicious, or you do not fulby trust the source, do not open or

. Dowwnload the Lavout Fils. SELTE
File name: CESA1_01210116_xb88]j.7ip
. Unzip the data file. t =hould
: File type: Compressed (zipped) Folder

. U=e the application you pre From: sandbox. cth.com

Take care not to =trip leadin
because RES rejects compr

While making corrections, UI Would you like to open the file or save it to your computer?
any Error flagged record w

[ Open ] l Savh J [ Cancel ] [ Mare Info ]
In the data file, when yvou =24 L
only. RES will ignore any ch Always ask before opening this type of file

4. Return to RES and upload vour corrected data file.

Go to Data File Upload

Return to Create Data File




CREATING STUDENT DATA FILE
(Cont’d)

e Locate Zip file on desktop. Double click
to open.

e Click on the batch.txt file in the Zip file.
This 1S the student data file In text
format.

e Drag and click batch.txt file out of the
ZIp file to your desktop.
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SAVE BATCH TO DESKTOP

v our data file iz zipped up {

DOWHRLOAD DATA FILE .
Save in:

y My Documents
(<) ¥ My Computer
ok el ook Eik My Recent My Network Places
Documents C3) 2005-2006 RES
p the data file. k =ho p— 9-‘”—'— FOLDERS
=l Mew Briefrase
i) Mew Folder
[ APrograms
[ UTCK STUFF 05-05
ICS) TEMPLATES
[ AVARIOUS SPECIFICATIOMS
(277 Activity Posting Precision Learning for Expenditures (APFPLE).zip
Il Shortout to Wisconsin WKCE 2004-2005

Hext Steps

While making corrections,
any Error flagged record | My Documents
In the data file, when you :
= i
only. RES will ignore any _ 'ug
iy
My Computer

4. Return to RES and uploa

Go to Data File Upload ‘:.J File name: students with emors.zip ave
—

Return to Create Data Fil by Metwork: Save as type: Compressed (zipped) Folder Cancel




FILE ZIPPED TO DESKTOP

ZReport | FRECODE
to... REQUEST.oft
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BATCH FROM ZIP TO DESKTOP

v L 1 T L= R T A
Fw | .‘w:‘ Tl EE o, g
b, -l ) " = - = = 4-- T e

58 h F 4 Ln '?\ o B
SUIMEING - SGUTHE WECE Year 9 psoa,doc Reu:u:uru:l'Eu:fltlng CESMISD i ™ o ] o
TUDY LA,  DOORMoc. CTE Wark Pl Systerm (RE . g L
)7 " _‘h.'_ L] Y | .‘
- ] e e
Wl - L|J e -..__ ==
gt bewa ve T - 'I“.‘.'.: =
- . o~
« DAKCREEK '-.-'-.-'I Fall 2EIEI4 ﬁ"‘BIREpHEmgt ‘ps3b.doc | J batch,bxk - o
i ,,1' Fﬂ duc\y‘ﬁepurt il Shhedule doc McGraw H|II... by .
e - -

2] obin_Hughes

ac
Folder Tasks

File and Folder Tasks

,,g Move this File
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USING STUDENT DATA FILE IN
EXCEL

Open Excel.

From Excel choose
> “File, Open...”,
> Select for “.txt” (Text) file type
» Find batch.txt file

Text Import Wizard
» Check “Delimited” radio button, then Next->
» Uncheck “Tab”, Check “Comma”, then Next->
> In “Data Preview”,
v Click first column
v Slide scroll bar to last column
v Shift-Click last column
v' Choose “Text” for “Column Data Format”
v Click Finish
Find records with “Error Description” column filled in to determine what to fix.
Edit columns to fix records.

IMPORTANT: Records that don’t have all errors fixed in them will not be updated in

the system.
Choose “Save As...” and save as a .CSV (Comma-delimited) file.
Exit Excel.
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OPEN BATCH FILE IN EXCEL

E - 2] il w0

E

MM
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EXCEL - DELIMITED

1 Help

T -4 il w0

Text Import Wizard - 5tep 1 of 3

UM
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EXCEL - COMMA

Help

= - 2] il 1o

Text Import Wizard - Step 2 of 3

MM
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| b=

-] | I

EXCEL - TEXT

Text Import Wizard - Step 3 of 3
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SAVE AS .CSV FILE

fiddle Init
i

PERPEP
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VERIFY SAVE AS .CSV

*Grade *Test Date e *District M 1 *0 1 [ ool ict of Las meFirst Mame tiddle Initi
T4 - Y 11 1,11 ¢ A1 AMDKE i
T4 ' AR '

T:I 4 " 1147 CESA 11 CSCHOO / LANDKEY Q00000 0
Fa ¢ 71 11 1114 LA Y PPPPPPEF
T4 i ( E el
T4

4

T4

T4

4

T4

Fiy

YANDPRE HHHHHHF H
LANDPRE NI

Do

A0
0
"
A0
0
"
"1
"1
"1
"1
"1
"1
A0
A0
Ao

fn
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SENDING STUDENT FILE
BACK TO RES

From RES Homepage choose -
e “Upload Student Records™.
e Browse for batch.CSV file.
e Enter appropriate comments.

e Click on “Check if you file contains column headers...”” checkbox.

e Click “Submit™.

e |f errors exist in first 10 lines of file, confirmation screen will be
shown.

e Choose either submit or cancel.

e |f file is submitted, the file will be placed in a processing queue.

= If you click cancel, you can go back into the excel spreadsheet,
make your changes and begin the upload process again.
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UPLOAD STUDENT DATA FILE

To make =ure yvour diztrict iz reprezented fairty in accountability scores, vou mrust correct knowwn errors in student
bicgraphical data. Warningz highlight iz=ues that are likely to affect yvour rezultz, 20 vou'll want to fo< them too, as
well ag any other information vou recognize is wrong.

U=ze the Record Editing Sy=tem to make yvour corrections from 012002008 to 03/01/2006.

[ W Diztrict portz ] for infermation on vour RES =tudent record set.

lMes=age ] when you have completed all edits for vour district.

304 What's this?
798 What's this?
0 VWhat's this?

Records changed: 1 What's this?

What would you like to do?

To Work Online To Work On Your Personal Computer
Recommended for Everyone For Dats Processing Experts Only

= Browse for a Student RBecord = Create a Student Data File
... by =chool and last name, then sasily correct Select a batch of records to include in the data file,
zome or all is=zues in the record. then download and edit it. Pleaze read about pitfalls

O A0,

search for a Student or Group

Enter criteria to match one or more student
records. Open matched records one by one and Upload wour i:n:rres‘\[t? data file and receive quick
eazily correct =ome or all is=ues in each record. validation of itz acceptability. Pleaze read about

batch update limitations

Viewr File Upload History
... to review the =tatus and resultz of vour district’s
file uploads.

Layout

The RES Hel
bw to az=izt

Write to:

Or call 1-300




UPLOAD BATCH .CSV FILE

When wvou have finighed correcting vour gtudent records, follow these steps to upload vour data file.

1. double check your student records. Remember RES u=zes only tho=e records that pas=s walidation and contain no
errors to update the master data =et.

2. Double check your upload file format. Acceptable formats are:
& a comma-zeparated file (zaved as .cav).
= a zip file (. zip) of a =ingle czav fike.

3. Browse for and select your file, then describe it and uplcead it. ¥ our de=scription appears in your upload
hiztory, =0 best practice iz to record what's unigue about the records in the file.

Select yvour file: |t3 and Eetting3'-.Fi-:t:in_HughEE".DEEL‘t-:p".l::ﬂtc:h.cs-:” Browse. ..

Describe your file: |-;-.-'}{CE CRT Fall 2005 =tudent=z in error |

Header Row?

4, Monitor your upload progress,

Upload time varies depending on the =peed of your internet connection, the u=ers yvou =hare it with, and other factors.
To reduce upload time, zip vour file, or break vour batch into =maller data filez. |If vour connection iz typical, here are
examples of what vou can expect:

Upload File Size 56 kbp=s modem 128 kbps modem T1
1 MB 2 min 1 min = 1 min

5 MB 15 min 5.5 min =1 min




ERROR MESSAGES

2 CTB McGraw-Hill | RES - Confirm Upload of Batch - Microsoft Internet Explorer @@

B85}

e Delete
B85}
)
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BATCH UPDATE LIMITATIONS

] for information on your RES =tudent record =et.
g ]| when you have completed all edits for your district.
Total Records for CESA 1: What's this?
Records now with Errors:

Record

What's this?

What'

Records changed:

What would you like t




SUBMIT UPLOAD

2} CTB McGraw-Hill | RES - Confirm Upload of Batch - Microsoft Internet Explorer
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UPLOADING

3 File Processing in Progress - Microsoft Internet Explorer

File  Edit

upload.da

RES — Record Editing System

lidate them.

# Internet

B

83



FILE HISTORY PAGE

e File Status -
- Uploaded - currently in queue awaiting processing
- Processing - system is reading/processing data in
file
- Completed - system has finished reading/processing
file and has updated or attempted to update records

e Fail number link - log of records that failed
and why.

e Get error records - download a batch of
records represented in this batch that are still
IN error.
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BATCH HISTORY

Mc [:TB
i MeGraw-Hill

Home ! My Account / RES / WKCE-CRT Fall 2005 / File History

iz complete, RES will =end vou a status report via e-mail.
While vour data file iz being verified, you can monitor itz progress by refreshing this page and checking the Status column in the
table below. VWhen processing is complete, you can click View Log to find out why records failed to update. The Pazs column

zhows the number of records without error flags, Fail shows records that failed to update. Together they total the number of
student records in the data file. If you =still have records that fail, read these best practices for suggestions.

our digtrict has uploaded data files to update the master data =et as follows:

Upload Date Uzsermame Status  Filename Description Pass Fail Total Failure Log

0121006 123654 P wirez_cesal Uploaded batch.cev WKCE CRT Fall 2005 students in error 0 0 0 -

{]




REMEMBER ...



LOOK FOR ...

e Send Editing Complete link:
> To notify CTB that data is cleaned up.

> To request a student’s book be pulled provide
> District Name/Number
> School Name/Number
> Student name
> Grade
> Content area at issue
> Your question
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CUSTOMER SERVICE

CTB/McGraw-Hill
Wisconsin Helpdesk
1-800-282-2203



